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To define “direct service data for group 
activities.”

To learn how to create groups and add 
participants.

To learn how to enter direct service data for 
groups into PEDS.

To learn how to edit and delete direct service 
data for groups in PEDS. 

Group Activities Direct Service Data 
Goals of training
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Group Activities Direct Service Data 
Definition

Information about a service delivered to multiple 
families or groups of individual clients. 
Services are typically delivered as class/workshop, 
support group, or mobile service.

The Group Activities Direct Services data collection tools collect 
information on: 

When services were delivered.

What and how activities were provided (modalities).

Who received the services (participants).
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Group Activities Direct Service Data 
Group service details

1. Create a group.

2. Assign participants to the group.

3. Enter the service details.

Enter service details for groups in these steps:

For services delivered to individuals or families, refer to “Individual and Family Direct Service Data.”
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How do I create a group in PEDS?

Click Design Groups.
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How do I create a group in PEDS?

Enter group Name and 
Description (optional).

Click Add.

Enter a Sort Order number to manually 
order the names of clients in the group. 
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How do I assign participants to a group 
in PEDS?

Click Group Participants.

Select the group from browser.
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How do I assign participants to a group 
in PEDS?

Use the filters to display participants 
in the browser by last name. 

Select participants to be included in the group 
by clicking the appropriate checkboxes.

Click Save.
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How do I enter group service details 
into PEDS?

Click Enter/View Data.
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How do I enter group service details 
into PEDS?

Select the Group from the 
drop-down menu.

Enter the service 
detail information.

Click Next.
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How do I enter group service details 
into PEDS?

Enter the activity Information.

Click Next.
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How do I enter group service details 
into PEDS?

Click Select All to prepopulate the count of 
service contacts for each group member 
with the number of occurrences entered on 
the previous Service Details screen.

Click Next.

Modify the count for participants who did 
not attend all occurrences. Enter 0 if the 
group member did not participate at all.
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These case notes will 
appear in the records 
of all group members.

How do I enter group service details 
into PEDS?

Enter Notes (optional).

Click Save.
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Direct Service Data for Group Activities 
Viewing service data

Group records 
may not be 
edited in an 
individual 

participant’s 
record.

Fields are 
deactivated 
(grayed out).

The service detail will appear in 
each group participant’s record.
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How do I edit group service details 
in PEDS?

Click Enter/View Data.
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How do I edit group service details 
in PEDS?

Select the entry 
you wish to edit.

Make necessary changes to group 
Modality Information, and click Next.

To find activities from an earlier 
reporting period, change the 
Start Date and click Go.
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How do I edit group service details 
in PEDS?

Make necessary changes to Activity 
Information, and click Next.
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How do I edit group service details 
in PEDS?

Make necessary changes to 
Participant Information, 

and click Next.
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How do I edit group service details 
in PEDS?

Click Save.

Make necessary 
changes to Notes.
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How do I delete group service details 
in PEDS?

Click Enter/View Data.
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How do I delete group service details 
in PEDS?

2. Click Delete.

1. Select the entry 
you wish to delete.

3. Click OK.
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Group Activities Direct Service Data 
Applicable reports
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Group Activities Direct Service Data
Applicable reports (continued)
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Group Activities Direct Service Data 
Summary of data entry

To Create a Group
From Main Menu, click 
Design Groups.
Enter group name and 
description (optional).
Enter a Sort Order number 
(optional).
Click Add.

To Assign Participants 
Select group from browser.
Click Group Participants.
Select participants by 
clicking  checkboxes.
Click Save.

To Enter Group Services
From Main Menu, click 
Enter/View Data.
Select Group from the drop-down 
menu.
Enter service detail information, 
click Next.
Enter activity information, click 
Next.
Enter participant counts, click 
Next.
Enter case note information 
(optional), Click Save.
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Group Activities Direct Service Data 
Summary of data entry (continued)

To Edit Group Services
From Main Menu, click 
Enter/View Data
Select entry to be edited.
Make necessary changes to 
Modality, Activity, and 
Participant Information, click 
Next.
Make necessary changes to 
Notes (optional).
Click Save.

To Delete Group Services
From Main Menu, click 
Enter/View Data.
Select entry to be deleted.
Click Delete.
Click OK to confirm deletion.
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